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SECRET

The principal objectives of the Records Marmgesent Staff sre to provide staff assistance, advice and guida

:ge ﬂl::e maéi :?ooe aress eom:;md :‘:11.2 h:eg:mn ﬁ?tio;, records paintensnce and im;, vital maar;i, nee
perwanent records a spoeition of tespora ords . '

sttained through the following program elswents: Ty raea These oblectives are

8. Forws Meoagement

b. Correspondence ):;nnewnt
C.

Reports Manageme
d. Records and Filing Systems
e, Records Disposition, including technical
supervigion of Records Center cperations
£+ Viial Records, including technieml
supervision of the Vital Materisls
Repoaltory.
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Imuctive records transferred fyom valusble hesdguarters office space %0 the Reecwds Center smounted to
10,117 subic fwet; the eguivalant of 1,180 ssfe eabinets. Ab the end of the fizcal yeer; the Records Center
held 33,079 cuble foet of imschive records. This is en inewesss of spproxtwsbely 20% over the prwyicus
fiscal year. Safe cabinets necosssry to store the fmsctive Teeopds in the Center would cost 31,455,520,

mwmmwwmmmwa%mmmma over the
pravious year. mmm,wmwmz,mM&mamem&mm
m,mMmmmMmmﬁmwmm«mmmmm. The
total voluse destroyed (6,905 cubie feet) 1s equivalent to that of 864 safe cabinets valued at $304,128,

Bacords Disposition Surveys and Becords Comtrel Schedules weve complated in orgeni saticnel e)lemests,
covering 38,75 cubic feet of records. In sdditiom, 2wmwm:mmmmm,

a 30,000 sq. f3u sddition. ' sd e et for

Astivity in Forue Manegemsnt incressed spzeoximtely 25 over the pewvious fiscel yesr sed 15,019 new, revised

Approxiutely 306 more file space was mede availabls in the Vitel Meberials Repository by substituting 5 drawer
nen~pale £11ing wmhmmmw. mmitmmmhzmuui«zuun
of apgroximetaly 145% in the deposit of Vitel Bevords over the Jrevious yesr, Daficiencies in opereting
Focedures 1n the Vital Records progms detected in the Opsration Alert 1956 rwogram were corrected.

m&ﬁmmmmmmwmumm. In addition, speclelized
filing methods were developed for 5 offices. A specisl Ehelf Piling System for the Biograghic Register vas
Wm&mmwmmﬁ.amm;mmﬁlmammmxmm
provide expeidion space for at lesst 2 yesvs,

Expanded the repovhts msgeomt Developed an imgroved swihod of reparting employee injuries; thereby
ummmmymwﬁgmmmmnmm to grepare it. Purnished the SS8A/DD/S
inventory of 58 reperting requirements placed upon Pisld installsticns. o /8

mmmmanauﬁmmwm ograne developed
significant brochuses on corvespondsnce practices, MMMMMMW.M
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Future Plans

Objectives for Fiecal lgfz‘_&_

Identify unofficial Agency forws, elimimmte unnecessary ones and redesign those still meeded.

Develop Handbooks for Forms Manmgement, Reports Managewernt, Records Disposition and Vital Records,'

Davelop appropriate Brochures and promotionsl relessss.

Install the Subject-Numeric and other appropriste f1ling #ystese throughout the Agency; there are approximately
255 BubJect-Humeric ipstkllations to be mmde.

Contime the promotion of Bhelif Filing and other special filing wethods to improve the utilization of office
space and to expedite reference to active Tiles.

Aulit Area Records Progrems and reviev existing Records Control Schedulss to assure thely effectiveness and
current application.

Review Vital Records Programs and Deposit Schedules to assure their effectivencss,

Promote effecient corvespondence practices,

Identify perwanent records for the officisl Ageny archlves and provide for their preservation.

Conftuet Work Shops and Seminars to fuwiliarize Area Records Officers with nev Records Memmgement techniques.

Sbjectives for Placal 1959

A Records Mamagewent Program encowpessing all of the elements required by the Federal Records Act of 1950
and recommndations made by the Hecond Hoover Commission on Paperwork Managesent is in effect.
Principle objectives for Fiscal Year 1959 will be to continue this over-sll progras and tos

8. Audit existing Records Control Sehedules

b. Extasd the use of special Piling Methods und Flling BEquipment to sceowmplish better
utilisation of office space.

©. Place gpecial Whmmmtimxmm:tommmymewh Center
and the destruction of records in offices.

8. Extend the Records Mamagement Progrem to the | jand foretgn 25X1
field {nstallations,
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